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SECRET 


STATE! IHTIT OF PURPOSE, ACCO 1PLISH1EKT3 AID PROGRAM OUTLOOK 
ma ssif ication and Wage Division 


3.o -STATEMT OF PURPOSE 

Tb© Classification and Wage Division is responsible 

providing an Agemey^ido progrw of f = m » 
ti«a classification and wage administration, aD.ocating ^ 30007 ^ 
and national Security Council positions, developing ®3**® a 5|** 
tioa standards and qualification re<au^enent% po^o^dC| wag© 
administration functlwas governing all deparlaaent^. and raeio. 
positions, and providing evaluation services and guidai.ee re 
garding salaries of various associate personnel 

g 0 STATEMENT OF ACCOMPLISHMESTS 

The activities of the Classification and Wag ® 
ins Fiscal fear I9$k were directed toward improvement in the 
^rarallservieo s performed, with psatinular erphasls hexngg^f 1 „ 

o£ position standards and to Vm AavSWga* of 
regulatory and infomatixnal materials pertinent to classify 
tim and wage administi‘ationo Special factors to be considers 
^seusBing the Division’s functions are as follows* 

a 0 Although the Agency adheres generally to the 
principles and practices established by the Classifica- 
tion Act of 19h% it is necessary in most cases to develop 
standards and guides desired to cover nelativoly uniquo 
positions f ound # this Agency as compared with other 
Federal, agencies* 

v. Ra^idjyvehenglng operational situations .die;&at© 
cXasalfication ^yi^r. and. decisions frequently without 


benefit of detallodriiafoimation on , ,, . 

tione, duties of indivlp* 

dual pbsiticaftBte 

o, The if And and seneitiw mtfGcf PJ ® 0 

uraMJ. onerations and reapcaisibilitiea of Individual poei- 
li^ rSq^ra classification methods and techniques «> 

do The rapid easpansinn of the Agency, coupled with the 
geographic dispersion and variety of occupations, ha I G Jf 8 ”’ 
eonled dlff iculties in achieving and mainuaining a proper 
elassif ieaticsn structure 0 
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e„ During the year m comprehensive system of posi- 
tion analysis was Introduced which includes th® pi’eparatxon^ 
of position descriptions whieh describe duties,, responsi- 
bilities, qualifications required, lines of job progression, 
and explanation of allocation factors for all Agency post- 
tiauso Tie information obtained through this program pro- 
vides a basis for the development of position standards 
describing groups of s imila r, positions in terms of their 
characteristics, allocation guides, and qualifications 
requirements* 

f 0 An Agency Handbook containing definitions of 
occupational groups andssries and & listing of all classi- 
fication titles and occupational codes ms deveaopsd* 
Hegdlatlsme end Handbooks were prepared concerning the 
position analysis program and the classification end mg® 
administration process » 

gt, The servicing of operating divisions with respect 
to Table of Organization, approvals, individual personnel 
actions and usual classification services, continued as 
predominant factors in the Division 1 s activities* in 
carrying out these services emphasis lias been given to tbs 
overall objective of organizing and presenting job informa- 
tion obtained during individual job analyses and organiza- 
tional surveys in a form which makes it most useful for ' 
recruitment, placement, training, and career development, 
as well as for classification purposes* 

Th® review of individual personnel actions involves classifi- 
cation determination, desk audits and preparation of job descrip- 
tions, including review of super-grade positions* During tbs year 
there wot® 702 such actions reviewed* The Division performs 
classification review and distribution of approved Tables of Organi- 
sation anc' is responsible for the control of Table of Organisation 
records* During the yea r X,3#> individual T/0 changes were pro- 
cessed involving BRlH positions* 

* * 

Classification surveys, including th® collection, recording 
and analysis of job infortoation and the presentation and coordi- 
nation of survey results were completed on a total of 2,310 
positions* 

Special projects undertaken during the year included the 
development of competitive levels for Agency positions, 'the es “ 
tablisteent of a combined T/O-position control register, studies 
on organization and distribution of various jobs and positions, 
and the development of an employee handbook on "How four Posi- 
tion is Classified in CIA« tt 
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pla«J3 of the Division p Ijem particular emphasis cm tl» 
aoeal»mti«m. g£ oa&erfciag activities in classification aurvaje and 
development of position staojdtads in cedar to produce adequate and 
octaprehenoi va coverage of Agm<$r positions in terms of information 
required for srasrt&imei&t, plaseraeafc, training, and related purposes* 

It is also plijtaned to Imrease familiarisation of supervisors and 
®ssplosr«Kis with olaasifinatlOB pHjseiples# proendnres'and operation® 
though Gaxit&msd efftert in the pd>2ication of inf creational matcrialso 

Soma of t he apsoiflo problems whloh will be given spooinl atten- 
tion during tbs emlng jeer, include the followings 

»a Haso3xrt5.cn of elassificatien problems related to the 
assignment of personnel returning from oversea© sssigraamts* 

bo Xho development of dJnssifieistim procedures to meet 
esaargcimj staffing problems of operational ecsspceientso 

no 3kpsovad prooatees fbr swiping f/0 proposals and 
axteasaicn of the use of the standard position description* 


do Review of olassifisation oodes assigned to individual 
positions in t ©ms of oaopetitive level designations to insure 
that all positions within each level are actually iatar^ngeeblao 
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